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ASSUMPTIONS AM) UHDERSTAHDIHOS PERTAINING 
TO SNTiririSMSNTS OF CONTRACTORS PERSONNEL 
AND THE METHOD OF HANDLING FINANCIAL OBLI- 
GATIONS OF SDCH LTIPLOYEiS AT FORWARD BASE 
OF OPERATIONS s 


GENERAL s 

of 80(1 board wil1 be Provided at the expense 

W^en the°d^i^irm 1 ^ mUIa of bis rera ^ration at the overseas base, 

will ho ««f> C sion is reached as to the actual base(s) of operation vou 

£SJ b lif°??? d ^ ™ best «»«*• will be made to toSSffaJ cS» 
Co ® rao dity c °st information! and (c) the type of enters 
Sf2L«V or ration facilities available md the eSLIteTcSbs 
This should assist the contractor and employee in decidi n rth« 
of salary that should be disbursed abroad, 2 the 



lowed^^will^nter^nt^t.'h^f 2 * ?" t8 S ?T ten of enjoyment consistently fol. 
, wiu enter into the employment agreement with the employee, 

to upon the «»t of monen 

trit-t kTv I? f t the individual at the forward base and this amount 
S b oa a schedule opposite the employee's name and opposite 

©ash amount the enployee should affix his signature indicating that ho 
U aware of the amount to be diebureed to Kbrad! ^ * he 

original !SdtiS^n£?I? aaoentoled the contractor will Jhrnlsh the 
wiginaj. ana wo copies of this schedule through eirf aHn» -i,- nna i, +* 

ofticer ln 

and timely '’manner” 6 9 M ° Unt epeclfl8d 22S2 £!* hanth In an orderly 

4r«M Jfljf!?® contractor may dispose of the remaining portion of the 
jja^.vidual s salary and process amounts withheld for tax and other 
purposes in accordance with the contractor's established practice or a* 

meat +? e en?,loaree - ®» only interest of the Govern. 

_ r<3 f ar ^ being that the contractor should not* for obvious 

reasons, attempt payment to the employee at the forward facilitv without 
the appeased pormiaaion of the contracting offlcST Uity “ lthout 
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5o To adjust the contractor's claim for the amount disbursed by 
the Government under its contract, it is expected that the contractor 
will prepare its monthly claim in the gross amount, exactly as it would 
if the Government was nit effecting any disbursement to the contractor's 
personnel* After striking the gross total on the invoice, a reduction 
would be made thereunder covering the monetary considerations due the 
Government as a result of the Government disbursement (s) during the 
period involved* 


DOCUMENTATION IN SUPPORT OF CONTRACTOR'S RI3G0RDS t 

It is expected that each c ontractor participating will need in sup- 
port of its records and to permit final settlement with the employee and 
Government at completion of assignment, certain data showing payments 
effected by the Government. It is antici-oated that contractor personnel 
will bo paid on a separate payroll, which will be supported by Time and 
Attendance reports, certified as to correctness by the contractor's 
employee involved and by the contractor's supervisor at the installation* 
This attendance record will be prepared in triplicate with the original 
being retained by the Government finance representative certifying the 
payment voucher* The two duplicate copies of the attendance report and 
two copies of the payroll will be forwarded by the Government finance 
officer to the Government Headquarters -through approved channels and 
promptly upon receipt at Headquarters ore copy of the payroll, as well 
as one copy of the Time and Attendance record, will be forwarded through 
established chan -els to the contractor. Through this means the contractor 
will bo in a position to determine that agreed payment arrangements are 
being currently complied with. The original payroll only will be signed 
by each employee involved acknowledging receipt of payment, but the Gov- 
ernment disbursing officer will c ortify an all conies that each employee 
appear! ng on the payroll received the amount shown op esite his name 
unless otherwise explained and that the orignal document or a picture 
copy of the payroll, showing acknowledgr.ant of the payment, will be made 
available for examination by the contra* tor and/or the employee if 
necessary , 


connin ii.T mis it 

1, It is quite possible, even thoug - we employ our best information 
for estimating, that a contractor employe* will find he has either requested 
disbursement of an insufficient amount at the forward facility or that the 
amount being disbursed abroad, is groat ef turn required. If this situation 
should occur, the individual will, accompanied by his supervisor, contact 
the Government finance representative at tie location and execute in tripli- 
cate an amended "Payroll Deduction Form n to show the effective date and amount 
of his salary to be disbursed abroad. The effective date will bo extended 
approximately (U) four weeks and will begii on the first day of each (U) four 

• 2 - 

Approved For Release 2000/09/14 : CIA-RDP81B00879R000500070282-2 



Approved For Relea^000/09/14 : CIA-RDP81BOO879ROOO5G0O7O282-2 


period except in ths event of &n Gui0j^0n<y ( to permit ; (a) ordorly 

advice to be forwarded to the contractor and, (b) appropriate adjustments 
to be accomplished by the contractor and the Government 3 Emergencies 
Will be handled by cable and confirmed with properly executed '’Payroll 
Deduction Form n 0 Disposition of this instrument will be the same as 
the disposition of other "documentation in support of contractor's records.” 

2 * A situation may arise when an employee finds that he has excess 
cash in his possession at the forward facility and the finance representa- 
tive will be available to assist in disposing of the money, in a secure 
manner, as desired by the contractor’s employee through the purchase of a 
money order, car, as a last resort the money may be released to the local 
finance representative following the same channels stated immediately 
above. The finance representative will; (a) secure directions in tripli- 
cate from the individual giving desired disposition of the funds received; 
(b) render a temporary receipt for the cash obtained; and (c) furnish advice 
to Government Headquarters of the funds received, furnishing two copies of 
the directions as to disposition desired by the individual involved. 
Government Headquarters will; (a) cause a check to be drawn in favor of 
the contractor’s enployee involved, and (b) forward the chock and a copy 
of the disposition instructions to the contractor involved for appropriate 
action. Receipt, in duplicate, will be required from the contractor for 
said check in order that a copy nsy be furnished to contractor’s enployee 
to show that his request has been compiled with. This paragraph deals 
strictly with a process to better service the Individual and does not 
indicate a billing or jjaymant adjustment between the contractor and the 
Govermonto 

3 . * situation may arise Whereby a contractor’s employee will want to 

secure money from his wife or other allotter for the purpose of effecting a 
"one time" expenditure of funds (Wot necessitating a. change in the amount 
to be paid abroad) and it is expected that this requirement would be handled 
as follows ; (a) The employee would, through means established by the 

Government for handling his communications with "home folks" stateside, 
arrange for a cashier's check to be drawn in the amount required. (Personal 
checks will suffice and will be cashed by the Government Finance represen- 
tative abroad, provided the contractor involved agrees to make good the 
amount of such personal check should <310 negotiation of the personal check 
be denied by the bank against which drawn), (b) Certified chocks, money 
orders, etc., will be honored by the Government Finance representative as 
a service to the contractor’s employee without an agreement from the con- 
tractor involved, and (c) The check, in particular if it is personal, should 
be presented to die contractor for action which will include forwarding 
through contractors approved channel to this Headquarters for further hand- 
ling and dispatch to the requestor. 

U. Under normal conditions, it is not expected that any travel 
expenses as such will bo paid. It may be possible for a contractor's 
employee to be required to perform temporary duty on official business 
at a location where Government quarters and/or subsistence are not 
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^ a f assumcd ^ mentioned in the General comments) Undnr 
condition it io expected that the contractor’s employee would "ho wt! thiS 
bursod for such temporary duty, in addition to oSt L Srh 

to ooro a Oovernoent official rondorinjs similar senrtoe. Ste 
would not require adjustment under the agreement betoooi th“ooStL 
and the Government and unless the contractor desires, the payment would 
not be reported but instead would be handled at tho local lSrel? 

n *,?* thouch it is highly improbable, that it will bo noeeatawf ^ 

redline on the payroll a contractor’s employee at the forward facility 

STOSS’S? 1 T ^ —> • -SSi2r«2 

y,and redlining will only occur after coordination with the inrHiHdnni t a 

notiflontion Kill bo furnished Headquarters in snffl- 
^ » dotantlnation as to the action to to 

eontractofSS. P::,OTt,tl3r may ^ ±nfora ®tion voiced to the 
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